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Training Checklist for Volunteer
Name:

	
	Taught
	Date & Initials
	Comments, if needed
	Good To Go!

	Basic Induction to Shop and Storeroom
	
	
	
	

	Fire 
	
	
	
	

	Emergency Procedures and Personal Safety
	
	
	
	

	Basic Food Hygiene
	
	
	
	

	Allergens/Labelling
	
	
	
	

	Washing up scoops, containers, plungers
	
	
	
	

	Use Of Scales
	
	
	
	

	Decanting Dried Food -methods and safety
	
	
	
	

	Decanting Oils & Vinegars
	
	
	
	

	Decanting and Labelling Detergents & Personal Care products
	
	
	
	

	Basic use of EPOS
	
	
	
	

	Interaction with Customer
	
	
	
	

	Taking Payment
	
	
	
	

	Receipts
	
	
	
	

	Handling Heavy Products
	
	
	
	

	Product Knowledge – Minimising Errors
	
	
	
	

	Use of WhatsApp and Google Sheets Rota
	
	
	
	

	Start and End of Day timings & responsibilities
	
	
	
	

	
	
	
	
	

	FURTHER TRAINING
	Taught/Seen
	Date & Initials
	Comments, if needed
	Good To Go!

	Food Hygiene Quiz
	
	
	
	

	Food Hygiene videos
	
	
	
	

	Allergen video
	
	
	
	

	Allergen training and labelling
	
	
	
	

	Refilling of existing batch –Type 1
	
	
	
	

	Refilling New Batch –Type 2
	
	
	
	

	Refilling Video
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Training Checklist for Lead Volunteer
Name:

	Numbers refer to the section in the Shop Instructions Folder
	Tick when completed 
	Comments, if needed
	Date
	Initials


	Leads WhatsApp
	
	
	
	

	Emergency contact numbers for volunteers and First Aid
	
	
	
	

	Emergency contact numbers for shop manager 
	
	
	
	

	Safeguarding – Bullet Points & Policy
	
	
	
	

	Key box and code. Unlocking & locking up.
	
	
	
	

	1 Start of Day Routine 
	
	
	
	

	1 End of Day Routine & Cashing Up
	
	
	
	

	1 & 2 Technical Issues 
EposNow
Internet
Loss of Power
Taking Orders Manually
	
	
	
	

	3 Use of EPOS: 
Hold Procedure for orders
Stock Levels
Price changes – Cloud Sync
Product info
Select Customer
	
	
	
	

	3 Refunds and corrections of purchases 
	
	
	
	

	3 Putting Products for the shop and Product wastage through the till 
Dealing with problems when decanting products
	
	
	
	

	3 Business Customers 
	
	
	
	

	3 Buying and redeeming vouchers 
	
	
	
	

	4 Product Refill Procedures 
Labelling/Allergens
Date checking
Use of Stock Sheets
	
	
	
	

	Procedure Files
Noticeboards
Comments diary
Petty Cash
	
	
	
	

	4 Accepting Deliveries & Deliveries WhatsApp
	
	
	
	

	6 Recycling and Waste
	
	
	
	

	9 Water Refill Procedure
	
	
	
	

	Community Noticeboard
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    GG011E  -   Training Checklist       Training Checklist   for Volunteer   Name :    

 Taught  Date &  Initials  Comments, if needed  Good  To Go!  

Basic Induction to Shop and  Storeroom      

Fire       

Emergency Procedures and  Personal Safety      

Basic Food Hygiene      

Allergens/Labelling      

Washing up scoops, containers,  plungers      

Use Of Scales      

Decanting Dried Food  - methods  and safety      

Decanting Oils & Vinegars      

Decanting and Labelling  Detergents & Personal Care  products      

Basic use of EPOS      

Interaction with Customer      

Taking Payment      

Receipts      

Handling Heavy Products      

Product Knowledge   –   Minimising  Errors      

Use of WhatsApp and Google  Sheets Rota      

Start and End of Day timings &  responsibilities      

     

FURTHER TRAINING  Taught /Seen  Date &  Initials  Comments, if needed  Good  To Go!  

Food Hygiene Quiz      

Food Hygiene videos      

Allergen video      

Allergen training and labelling      

Refilling of existing batch  – Type 1      

Refilling New Batch  – Type 2      

Refilling Video      

     

     

     

     

 

